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LEARNING OBJECTIVES:

a. TERMINAL LEARNING OBJECTIVE:

(1)  (1) Given the requirement to compute adjustments to pay and allowances, supporting/substantiating ("S") documents, access to an automated system with applicable software and internet access, access to Customer Information Control System (CICS), a calculator, and the references, compute adjustments to pay and allowances to meet standards of accuracy per the references.  (3432.02.06)

(2)  Given adjustments to leave entitlement computations, supporting/substantiating "S" documents, access to an automated system with applicable software and internet connectivity, access to Customer Information Control System (CICS), a calculator, and the references, audit Leave Entitlements to meet standards of accuracy prior to submission for certification per the references.     

b. ENABLING LEARNING OBJECTIVES:

(1) Given a simulated adjustment to a member’s pay, source documents, and references, audit the adjustments for submission to the certifying officer per the references.


(2) Given a simulated adjustment to a member’s leave balance, source documents, and references, audit the adjustments for submission to the certifying officer per the references.

(3) Given a simulated computation for a member’s time leave, source documents, and references, audit the computations for submission to the certifying officer per the references.

(4) Given a simulated computation for a member’s excess leave, source documents, and references, audit the computations for submission to the certifying officer per the references.

1.
PAY ENTRY BASE DATE (PEBD):

(DODFMR, Vol. 7A, Chapter 1)


a.
General knowledge.  The pay entry base date is the actual or constructive date of original entry into the military.  This date reflects all creditable service the member has completed thus far in a military career.



(1)
The PEBD for officers is established by Headquarters Marine Corps when an officer is appointed or reappointed.   



(2)
The PEBD for enlisted members with no prior creditable service will be the same date of entry into military service.   



(3)
The PEBD for enlisted members with prior creditable service will be the constructive date of entry into military service.  



(4)
Absence(s) while in an enlisted status is treated on a case by case basis DODFMR Table 1-2.



(5)
Time lost must be made good after a member returns to a full duty status.  This time lost made good is considered creditable service.  



(6)
The day a Marine enters an unauthorized absence (UA) status regardless of the time is a day of time lost.  The day the Marine returns regardless of the time is a day of duty.


(7)
Time lost must be made good by adding the time lost to the member's Expiration of current contract (ECC) and PEBD. Time lost when taken in consideration for a new adjusted ECC date is accountable on a day-for-day basis.  Time lost when taken in consideration for a new adjusted PEBD is based on a 30 day month.  The 31st day of a month will only be considered for the PEBD when the member's first day of time lost is on the 31st.

                                                                 EXAMPLE


Marine went UA from the period of  0743 19990530 to 2200 19990604.  Time lost would be for 5 days, 19990530 to 19990603 inclusive.  Member's PEBD is 19970121, ECC is 20010120.

    COMPUTATION OF DAYS LOST FOR ADJUSTMENT PURPOSES

	MONTH
	PEBD
	ECC

	MAY 
	1
	2

	JUNE
	3
	3

	TOTAL
	4
	5


                  Original PEBD    19970121                     Original ECC    20010120    

                    Time lost           +___      4                      Time lost          +___      5   

                  Adjusted PEBD   19970125                     Adjusted ECC   20010125
2.
BASIC PAY:


a.
General Knowledge.   Basic pay is the primary means of compensating members of the armed forces for their service to the country.  The pay of a member is as prescribed by law.  Members are entitled to pay according to their pay grades and years of service if they are on active duty in a pay status.


b.
Every service member is entitled to basic pay while on active duty EXCEPT during the following periods:



(1)
Unauthorized absence (UA)



(2)
Unexcused absence in hands of civil or foreign authorities (IHCA/IHFA)



(3)
Excess leave



(4)
Confinement time after an enlistment contract has expired.
3.
COMPUTING MONTHLY PAY:

(DODFMR, Vol. 7A, Chapter 2)


a.
Compute as if each month had 30 days.  When service begins or ends during any day of the month, pay for the actual number of days served, but only on a 30 day basis.


b.
If service begins on the 31st day of the month, no pay accrues for that day.


c.
Any person who enters active duty during February and serves until the end of the month is entitled to pay as if there were 30 days in the month less the number of days not served.  If service ends prior to the last day of February, then pay only for the actual number of days served.

EXAMPLE # 1

	Scenario:
	Marine reports to active duty on 16 February as a Private.  His pay for February would be computed as follows: 

Monthly Basic Pay rate:  $1,338.60
Period 16 - 28 February  (15 days) 

	Computation:
	$1,338.60 divided by 30 multiplied by 15 days amount due is $669.30


EXAMPLE # 2

	Scenario:
	Marine discharged from active duty on 16 February as a LCpl over 3 years of service (3). His pay for February would be computed   as follows:

Monthly Basic Pay rate:  $1,923.00
Period 1 - 16 February   (16 days)

	Computation:
	$1,923.00  divided by 30 multiplied by 16 days amount due is $1,025.60


                                EXAMPLE #3

	Scenario:
	Marine reports to active duty on 31 January as a private.  His pay for January & February would be computed as follows:

Monthly Basic Pay rate:  $1,338.60
Period 31 January  (0 days)

Period 1 - 28 February (30 days)

	Computation:
	No entitlement of basic pay for January, amount due is $1,338.60 for February.


4.
ABSENCE WITHOUT PAY:


(DODFMR, Vol. 7A, Chapter 3)


a.
One day of  pay is lost for each day of  absence in a non-pay status.    

         b.
No pay is lost for unauthorized absence on the 31st day of a month.  Unless, the 31st is the first day of absence.  

 c.
Absence on the 28th of Feb in a non-leap year will result in the loss of 3 days pay.  Absence on the 29th of Feb in a leap year will result in a loss of two days pay.

EXAMPLE #1
	Scenario:
	LCpl (2) was UA from 0800 0405 to 0730 0408.  He had a total of 3 days in a non-pay status.

Monthly Basic Pay rate:  $1,813.20

	Computation:
	$1,813.20 divided by 30 x 27 =$1,631.88
$1,631.88 (Basic Pay earned for April)


EXAMPLE #2
	Scenario:
	LCpl  (3) years service was in an unauthorized absence status during May and June.  The inclusive dates of UA were 31 May through 2 June.  His pay is reduced for the 31st through the 2nd.

Monthly Basic Pay rate:  $1,923.00

	Computation:
	31 May = 1 DAY TIME LOST 

$1,923.00 divided by 30 x 29 = $1,858.90
$1,858.90  (Basic Pay earned for May)

1 to 2  June = 2 DAYS TIME LOST

$1,923.00  divided by 30 x 28 = $1,794.80
$1,794.80  (Basic Pay earned for June)


5.
COMPUTATION OF BASIC PAY INVOLVING PROMOTIONS:

Any member who is promoted will get an increase in basic pay.  The increase will take effect on the effective date of the promotion.

	Scenario:
	LCpl (2) years service was promoted to Cpl with an effective date of 2 May.  The  basic pay is computed as follows:

Monthly Basic Pay rate:  $1,813.20 E-3 (2)

Monthly Basic Pay rate:  $1,986.30 E-4 (2)

	Computation:
	1 May 

$1,813.20 divided by 30 x 1 =  $  60.44
2 to 30 May 

$1,986.30 divided by 30 x 29 = $1,920.09
$    60.44 (LCpl 1 day)

$1,920.09 (Cpl 29 days)

$1980.53 (Basic Pay earned for May)


                                EXAMPLE
6.
COMPUTATION OF BASIC PAY INVOLVING REDUCTIONS:

Any member who is reduced in rank will be entitled to basic pay at the lower pay grade.  The decrease will take effect on the effective date of the reduction.

                   EXAMPLE
	Scenario:
	  LCpl (2) years service was reduced to PFC       with an effective date of 9 May.  The basic pay is computed as follows:

  Monthly Basic Pay rate:  $1,813.20  E-3 (2)

  Monthly Basic Pay rate:  $1,622.10  E-2 

	Computation:
	  $1,813.20 divided by 30 x 8  =  $ 483.52
  $1,622.10 divided by 30 x 22 =  $1,189.54
   $  483.52  (LCPL (2) 8 days)

   $1,189.54  (PFC 22 days)

   $1,673.06  (Basic Pay earned for May) 


7.
COMPUTATION OF BASIC PAY INVOLVING A PERIOD OF SERVICE:

Any member who goes over a period of service is entitled to an increase in basic pay.  The increase will take effect on the anniversary of the PEBD.

 



                          EXAMPLE

	Scenario:
	LCpl (2) with a PEBD of 20040503 is entitled to increased pay of E-3 (3) effective 3 May 2006.  The basic pay is computed as follows:

Monthly Basic Pay rate: $1,813.20  E-3 (2)

Monthly Basic Pay rate: $1,923.00  E-3 (3)

	Computation:
	1 to 2 May 

$1,813.20 divided by 30 x 2  = $ 120.88  

3 to 30 May 

$1,923.00 divided by 30 x 28 = $1,794.80  

$   120.88    (LCpl (2) 2 days)
$ 1,794.80   (LCpl (3) 28 days)
$ 1,915.68   (Basic Pay earned for May)


8.
AUDIT LEAVE ACCOUNT: 

a.
General knowledge.  All service members on active duty for 30 consecutive days or more are entitled to accrue leave under applicable service regulations. (NOTE: Marine Corps Regulations are MCO 1050.3J) When on authorized leave they are entitled to full pay and allowances. 

b.
The leave account is activated on the first day of active duty and terminated on the last day of active duty.  The leave account status is reflected in section E of the member's LES.  The amounts expressed are in full and half days only.  The breakdown for Section E of the LES is as follows:

	LV BF
	(Leave Brought Forward) Shows the leave balance at the end of the previous month.  Negative balances are indicated by a minus sign preceding the numerical value.

	EARNED
	Shows the number of days leave earned for the month.  

	USED
	Shows the number of days chargeable leave used during the month.  

Leave taken that was not charged against the leave account will not be

reflected in this block (i.e. convalescent, sick, etc.)

	BAL
	( Balance) Shows the balance at the end of the current month.

	EXCESS
	Shows the number of days excess leave taken during the account period.

	MAX LV

ACCRUAL
	( Maximum Leave Accrual) Shows the number of days the member can accrue up to ECC date.



	LOST

LEAVE

	Shows the number of days dropped to reduce the balance to the maximum authorized by law at the end of a fiscal year.

	SOLD AS OF
	Shows the number of leave days the member has sold.

	COMBAT LEAVE BALNCE
	Shows the number of leave days the member has earned.


EXAMPLE
  BLK    19    20    21    22    23   24    25     26          27     
	
	LV BF

21.5
	EARNED

2.5
	USED

0.0
	EXCESS

0.0
	BAL

24.0
	MAX

46.5
	LOST

0.0
	SOLD AS OF

0.0
	CBT LV BAL

2.5


c.
Leave accounting.  There are many different types of leave, some are charged against the leave account and some are not, they are;



(1)
Chargeable Leave:  Leave taken that is annual, emergency, excess, appellate, or delay.



(2)
Nonchargeable Leave:  Leave taken that is sick leave or leave that is taken as an incentive in conjunction with an overseas extension.



(3)
Lost Leave:  Leave balances that exceed 75 days due on 30 September of each year will be reduced to 75 days. 



(4)
Excess Leave:  Marines are charged excess leave when:




(a)  They have used more leave than they can earn through their ECC date, to include any extension to that contract.




(b)  They have an advance leave balance on release or discharge from active duty.  

9. LEAVE ACCURAL/NON-ACCURAL:  




(1)
Leave accrual is at the rate of 2.5 days for each full month of active service.  When active service begins or ends on an intermediate day of the month, leave accrues as follows:

	NO. DAYS SERVED
	LEAVE ACCRUAL 

	1 through   6 days
	              .5                 

	7 through  12 days
	            1.0

	13 through 18 days
	            1.5

	19 through 24 days 
	            2.0 

	25 through 31 days
	            2.5


*NOTE* February is always considered a 30-day month for leave accrual purposes.  The 31st day of a month is only considered if it is the day the Marine enters active service.



(2)
Leave will continue to accrue during the following situations:




(a) Periods awaiting the results of a physical evaluation board.




(b) Periods of sick leave.




(c) Periods of confinement imposed as a result of Non-judicial Punishment (NJP).


          (3).
Non-accrual for time lost.


            (a) 
When dealing with leave accrual, time lost affects the number of days earned for each month.  Leave is not earned in a time lost status, and the leave account must be adjusted to reflect correct leave accrual during periods of time lost.  The following method illustrates the correct procedure in dealing with time lost and its effect on the leave account:

EXAMPLE #1
Member was in an Unauthorized Absence status from 0920 20060625 to 1530 20060712.  Time lost for the period would be 17 days 20060625 to 20060711 inclusive.  *When time lost spans over one month into the next, each month must be computed separately.                           

	  2.5                                                  
	LEAVE ACCRUAL  (NORMAL)

	-  .5
	NON-ACCRUAL FOR UA PERIOD 6/25 THRU 6/30 (6 DAYS TIME LOST)

CHART 1 - 6 DAYS = .5

	  2.0  
	CORRECT LEAVE ACCRUAL FOR JUNE

	
	                             JULY

	  2.5     
	LEAVE ACCRUAL  (NORMAL)

	- 1.0
	NON-ACCRUAL FOR UA PERIOD 7/1 THRU 7/11 (11 DAYS TIME LOST)

CHART 7 - 12 DAYS = 1.0

	  1.5
	CORRECT LEAVE ACCRUAL FOR JULY


(b)
Leave does not accrue during the following situations:

           

(1)  Unauthorized absence.

  

(2)  Unexcused absence in hands of civil or foreign authorities.


   

(3)  Sick misconduct.


 

(4)  Court-martial confinement.


 

(5)  Excess leave.


  

(6)  Appellate and administrative leave.

 10. TERMINATING THE LEAVE ACCOUNT:

The leave account is terminated when a Marine is separated from active service or when an action occurs that allows a member the choice to accept a cash settlement.  Currently a member may be paid for no more than 60 days of accrued leave in a career. The member may elect cash settlement for any unused leave for the following occasions:





(a)  Discharge for immediate reenlistment.  Discharge must not occur more than 3 months prior to the normal ECC.




(b)  Upon first extension of enlistment becoming effective.




(c)  Upon departure on involuntary appellate leave.


(1) Reestablishing and adjusting the leave account.


(a)  After discovering an error in the leave account, compute the leave balance starting with the last correct leave balance.  Each period of leave, leave accrual, or nonaccrual will be shown.  The finance officer will reestablish the leave account using TTC 549 or 550.  



(b)  The leave account can also be adjusted by means of TTC 556/000 and TTC 557/000 when the leave account cannot be corrected by conventional unit diary entries. 

TRANSACTIONS TO ADJUST LEAVE ACCOUNT

	  TTC
	   SEQ
	   ACTION
	DESCRIPTION

	  549
	    000
	     STRT
	 LV BAL ADV - _____.  0    I _________

	  549
	    001
	     STRT
	 LV BAL ADV - _____.  5    I _________

	  550
	    000
	     STRT
	 LV BAL DUE - _____.  0    I _________

	  550
	    001
	     STRT
	 LV BAL DUE - _____.  5    I _________     

	  556
	    000
	     CRED
	LV PRD -________ TO ________I__________

	  557
	    000
	     CHEK
	LV PRD -________ TO ________I__________


11. COMBAT LEAVE BALANCE:

a. General Knowledge: Combat Leave (CL) is regular leave earned for service in a designated Combat Zone Tax Exclusion (CZTE) area or earned when a member is hospitalized as a result of wounds, disease, or injury incurred while serving in a CZTE area.

b. Combat Leave Accounting: Combat leave history can be found in the 988 remark and is also displayed in block 27 of the LES.

[image: image1]

c. Combat Leave Accrual:

(1) Effective January 1, 1996, the maximum number of days that may be earned for any month is 2.5 days.

(2) Any leave taken or paid while serving in a designated combat zone or after leaving a combat zone, will first be charged to a member’s combat leave balance until it is exhausted.

(3) CL balance is maintained separately in MCTFS to identify the number of days that a service member may be entitled to for reduction in monthly taxable income for leave taken or LSL that is paid after leaving a CTZE area that results in a reduction to a member’s combat leave balance.

PRACTICAL APPLICATION:

PHASE EXAM: Phase Exam will occur at the end of the entire pay portion.

                            AFC 0101/0102/0103/0104/0105/0106/0107

NOTES

References: 

1. Automated Pay Systems Manual DFAS-KC 7220.31-R (APSM)

2. Department of Defense Financial Management Regulations Volume 7A (DODFMR VOL 7A)

3. Joint Federal Travel Regulations (JFTR) 
EXAMPLE             **** COMBAT LEAVE 988 REMARKS ****              09/03/2009


       ENTER NEXT SSN: __________  ENTER CATG: ____  SEQ NBR: _____   10:13:20


 SSN: 0123456789        NAME: MARINE, IM A


 RUC: 00000     COMPANY CODE: F  PRES-GRADE: E6    RECSTAT: 0   COMP CODE: 11


                    PLT CODE: DISB   TRNGRP:     R-RECSTAT:    RCOMP CODE:


       KILL    MONTH


 SEQ   DATE    COVERED   BF    EARN    USED   LOST   BAL   LSL   LSL DATE


 00002 200505  200504   10.0    0.0     8.0    0.0    2.0   0.0  00000000


      **COM OFF UNUSED COMBAT ZONE TAX EXCLUSION WAGE AMOUNT RECORD**


   MAX CZTE  EXEMPT MONTHLY   UNUSED MONTHLY   LV/LSL OFFSET   MAX POTENTIAL


   WAGE AMT    TAX WAGES     TAXABLE WAGE BAL   TO CZTE BAL     LV BENEFIT


      $0.00        $0.00            $0.00             $0.00          $0.00


                        ****COMBAT LEAVE APPLIED****


 DATE: 000000 USED:   0.0  DATE: 000000 USED:   0.0  DATE: 000000 USED:   0.0


                            **COMBAT LEAVE USED**


  DATE     QY     DATE     QY     DATE     QY     DATE     QY     DATE     QY


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


      **COM OFF UNUSED COMBAT ZONE TAX EXCLUSION WAGE AMOUNT RECORD**


                            **COMBAT LEAVE USED**


  DATE     QY     DATE     QY     DATE     QY     DATE     QY     DATE     QY


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0


 000000    0.0   000000    0.0   000000    0.0   000000    0.0   000000    0.0





                                        ADR  TYP-DOC#-YEAR-RUC-DPI-TTC TCH DATE


                                        B:  1-04155-2004-45501-03-0432-20040303


                                                                E:  0-99999-2005-99999-99-J005-20050421





       ********************    C O M P L E T E D    ********************
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